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• What is records management and why is it important? 

• Who is responsible for records management at the local level?

• What are the laws that govern the city and county’s management of 

records?

• What are retention schedules and how do we use them to manage 

our records?

• When and how can we destroy public records?

• Can an agency scan public records in lieu of keeping the paper?

• What are the options for storage and destruction?

• What resources are available to assist my agency?

Overview



What is Records Management 

and Why is it Important?
• Records Management for local public agencies is a program to 

apply management techniques to the maintenance, retention, 
presentation and disposal of records to improve efficiency and 
reduce the costs of recordkeeping.

• Records Management is Important because:
– Good records management practices can ensure that your agency 

keeps the public records required by law and minimizes the amount of 
storage space needed (whether on or off-site)

– Good records management practices will also help with access to 
these public records, whether for the agency’s purposes or in 
response to Access to Public Records requests under Indiana Code 
chapter 5-14-3.



What Are The Laws Governing 

Records Management?

• Records Management for local public agencies is governed by 
Indiana Code chapter 5-15-6

• This statute provides guidance for the maintenance of and the 
destruction if permissible) of public records maintained by public 
agencies

• This statute also requires the state commission, the Oversight 
Committee on Public Records (OCPR), with its administrative arm, 
the Indiana Archives and Records Administration (IARA) to adopt 
retention schedules for local government agencies and these 
schedules are to be implemented by the local commission.



Who is Responsible for Records 

Management at the Local Level?

• The County Commission of Public Records (CCPR)

– Representatives of city, county, township, judicial and school 
agencies in each county

– Clerk Myla Eldridge serves as Chair, County Recorder Kate Sweeney 
Bell is the Secretary

– Commission reviews requests for destruction of public records 
(unless covered by a retention schedule—more on that later)

• Agency management and personnel

– The law requires agencies to manage their own records based upon 
guidance from the IARA and the OCPR

– The reckless, knowing or intentional destruction of a local public 
records other than in accordance with Indiana Code chapter 5-15-6 is 
a Level 6 Felony unless permission granted by CCPR or under a 
retention schedule



When and How Can a Local Public 

Agency Destroy Public Records?

• Records covered by a retention schedule:  

Notice of Destruction Form

• Records not covered by a retention schedule:  

PR-1 Form



What Are Retention Schedules?
• A retention schedule is a set of instructions prescribing how long, where, and in 

what form a record series will be kept.

• The OCPR has adopted a General Retention Schedule for Local Government as 
well as agency-specific schedules for the following local agencies such as:

Assessing Officials

County Auditor
County Prosecutor

County Recorder
Zoning,  Planning, Development and Enforcement

Non-Judicial County Clerk

Public Libraries

Cities and Towns

Educational Institutions

Township Trustee



Sample Retention Schedule 

Items-County/Local General



Sample Retention Schedule 

Items-County/Local General 



Sample Retention Schedule 

Items-County/Local General



Where to Find Information on the 

Public Records Commission?

http://www.indy.gov/egov/county/clerk/pages/home.aspx
http://www.indy.gov/egov/county/clerk/pages/home.aspx
http://www.indy.gov/egov/county/clerk/pages/home.aspx
http://www.indy.gov/egov/county/clerk/pages/home.aspx


Forms To Submit to the Public 

Public Records Commission

http://www.indy.gov/egov/county/clerk/judiciary/pages/marion-county-public-records-commission.aspx
http://www.indy.gov/egov/county/clerk/judiciary/pages/marion-county-public-records-commission.aspx
http://www.indy.gov/egov/county/clerk/judiciary/pages/marion-county-public-records-commission.aspx
http://www.indy.gov/egov/county/clerk/judiciary/pages/marion-county-public-records-commission.aspx


Which Form Do I Use?
• Notice of Destruction form:

– Used for nonpermanent records that are eligible for destruction per 

a document retention schedule

– Permission from the Local Public Records Commission is not 

necessary, but the filer must delay destruction of the record for 30 

days

• Request for Permission to Destroy or Transfer Certain 

Public Records form (PR-1 Form):

– Used for permanent records (as identified on a retention schedule) 

or records that are not listed on a current document retention 

schedule.

– Permission from Public Records Commission is necessary and, if 

granted, the State IARA has 60 days to review—no destruction is 

permitted until the Local Commission notifies you.



Notice of Destruction Form



How to Complete the Notice of 

Destruction Form



How to Complete the Notice of 

Destruction Form continued



How to Complete the Notice of 

Destruction Form continued



Sample Completed Notice of Destruction



The PR-1 Form



How to Complete the PR-1 Form



How to Complete the PR-1 Form 

continued



Sample Completed PR-1 Form



1. Obtain a blank Notice of Destruction form or PR-1 form;

2. Complete the form, listing the records to be disposed of;

3. Submit the completed form:

a. Notice of Destruction-Send to Clerk’s Office (elizabeth.gordon@indy.gov) and IARA 

(Bstiers@iara.in.gov)

b. PR-1s-Send to Clerk’s Office for consideration at the next Local Commission of Public 

Records Meeting;

4. For Notices of Destruction-if after 30 days have passed since submitting the Notice you have 

not heard from the County or State, you may proceed to destruction; and

5. For PR-1s, if the Local Commission approves the request, your request will be forwarded to the 

Indiana Archives & Records Administration for review—the IARA has 60 days to review.  If the 

IARA does not contact the Local Commission regarding your PR-1 within 60 days after the IARA 

receives it, the Local Commission will notify you whether the State has provided a written 

statement of intent to procure any or all of the records covered by the PR-1.  For any records 

listed on the PR-1 that are not requested by the State, you may proceed to destruction.

NOTE:  CONFIDENTIAL RECORDS MUST BE DESTROYED IN A MANNER THAT PRESERVES 

THE CONFIDENTIALITY OF THE INFORMATION (I.E. SHREDDING, BURNING, ETC.)

How to Submit a Request to 

Destroy Public Records

mailto:elizabeth.gordon@indy.gov
mailto:Bstiers@iara.in.gov


Storing Your Records:

Best Practices

• Be sure to label your boxes and at least on one side include:
– Agency Name and if applicable, Agency Division

– Records Series Title

– Record Series Number

– Box Number (may be vendor number or your own agency numbering 
system)

– Total number of boxes for that matter (if more than one, i.e. 1 of 3)

• Make a list of the contents of a storage box before storing (whether on-site 
or off-site) and included one copy in the box and keep one copy in a 
central file and/or scan to a file that is available for those in agency who 
may have to find stored records.



Can An Agency Scan Public Records in 
Lieu of Keeping the Original 
Documents?

• Indiana Code section 5-15-1-1 does provide this as an option for 
public records that have a retention period of 10 years or less and 
after that retention period the original record can be destroyed

• Any micrographics or imaging processes used under this statute 
must comply with quality standards developed under Indiana Code 
section 5-15-5.1-8

• The OCPR has provided specific guidance on this in its Policy 
Document 06-01 



What are the Options for 

Storage and Destruction?

• Agency may store records on-site in its offices or warehouse space (if 
available)

• Agency may contract with a service provider (such as Iron Mountain) to 
store public records 

• Agency has responsibility to preserve and protect public records under 
state law 

• Agency may seek approval of the IARA to scan public records with less 
than a 10 year retention period that are not permanent records 

• Agency must ensure that confidential records are stored and/or 
destroyed in a manner that recognizes confidential nature

• Destruction is usually available through service provider but agencies 
may also use the services of the department of public works



What Resources Are Available 

to Assist My Agency?

• Local Commission of Public Records

• Indiana Records and Archives Administration (IARA)

• Office of Corporation Counsel (OCC)



Questions?


